BAT

BUDGETING ANALYSIS TOOL

CBAT Job Aide: PeopleSoft — Searching for an
Unfunded Project

This job aide will guide you through the steps to search for an unfunded project in
PeopleSoft

In the steps below you will:
* Learn to navigate thru the PeopleSoft
* Find and select an unfunded project
* View the unfunded project information
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Step Action Notes
1. To access PeopleSoft, you must be logged on to the County’s eNet
system.

https://secure.miamidade.gov/enet/wps/portal

When you click on the link above you will be taken to the page below.

Click on ePar (PeopleSoft) icon.
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https://secure.miamidade.gov/enet/wps/portal
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Step

2.

Step

Action

After you have clicked on the ePar (PeopleSoft) icon, the screen below
will appear.

Click on Sign in to PeopleSoft icon.

ORACLE’
PEOPLESOFT ENTERPRISE

You must have cookies enabled in order to sign in to your
PeopleSoft application.

Sign in to People Soft

Action

When you click on the Sign in to PeopleSoft icon, the screen below
will appear.

User ID - is the same user ID you use to logo on to ePar.
Password - is the same password you use to logo on to e-Par.

mAm@
EMDC Human Resources..Matters

Welcome to Mi

User ID:

Password:

To log in, please ente "g", for example, 8356982. Please do not

intlude any leading zercs. For example, Employee |D number 00356882 should be entered as 356882 in the
User |D field. This number can be found on your paycheck. The number can also be found on your ID card, if
issued by the Human Resources Department after June 2005

If you are a first time user, your initial password is composed of the letters "Pass”, plus the last four (4) digits of
your social security number, for example Pass0012.

“ou must change your password after your initial ign, sign-out and login again. If you already have a PeopleSoft
UseriDiPassword, then use your current password to log-in. User ID and password are case sensitive.

Changes to your profile (name, address, marital status, ete ) must be submitted to your Department Personnel
Representative (DPR).

If you have questions or require assistance with your application, please call (305) 375-J0BS (5627). For
UserlDiPassword and technical assistance, please call (305) S896-HELP (4357).

Notes

Notes
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Step
4.

Action
Note:

If you do not use the County’s ePar system, then use the special ID
number and password you were given to access PeopleSoft.

Once you have logged on to ePar, the screen below will appear.

NOTE:

If you do not see the screen below, simply click on the Main Menu icon in

the upper left-hand corner of the screen and it will bring you to the screen
you see below.

Click on the Miami-Dade Custom icon to access the capital
information.

'{;_‘g |:| Home - Hyperion Implem...

I

[ My Favorites
[+ Self Service
[+ Manager S=lf Sarvice

[ Riecruiting

[ Weorkforce Administration
[+ Organzational Developmeant
[+ Set Up HRMS

[ Enterprise Components

[+ Waorkdist

[+ Tree Manager

[+ Reporting Tools

— My Personslizstions
- My System Profile
- My Dictionany

Notes
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Step Action

Notes

6 Click on the CI Projects icon.

HiaMI
Favorites | Main Menu > Mizmi-Dade Custom
Milami-Cade Cusiom
E,j Miami-Dade Custom
Milami-Cade Cuslomizations

| Capital Improvements
Tankzl monmemeT Symeren Hertmo

To see a list of all your departmental unfunded projects, type in your
department’s two letter department code

Examples:

PW — Public Works and Waste Management
FR — Fire

CU - Cultural Affairs

Cl Projects

Enter amy information you have and click Search. Leave figlds blank for a li:

Find an Existing Valve [ ELIRE L

= Search Criteria

Project Number: =
S
Project Name:  begins wit]

Archived =
Unfunded =

[ Case Sensitive

Search Clear  |Basic Szarch @E’ Save Search Criteria
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Step Action

8 Check the “Unfunded” box

Find an Existing Valuee Add a New Value

= Search Criteria

Project Mumber: = - |

Department Id: | begins with + [PW @,

Project Mame:  begins with - |
Archived
Unfunded

O Case Sensitive

Search Glear | Bacic Search [P Save Search Criteria

Step Action

9 Click on the Search icon.

Cl Projects

Enter amy information you have and click Search. Leave fiekds blank for 3 It

Find an Existing Valee Add a New Valus

~ Search Criteria

Project Number: = - |

Department |d:  begins with |Pw1 @,
Project Name:  beging with = |

Archived 0

Unfunded ]

[ Case Sensitive

g Clear | Basic Search [P Save Search Criteria

Notes

Notes
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Step Action Notes

10. Now you will see the all the unfunded projects listed for your department

Find an Existing Valse Add 3 Maw Valus

~ Search Criteria

Project Number: = - |

Department Id:  begins with |PW a,
Project Name:  begins with |

Archived B

Unfunded =

[ Case Sensitive

Bearch Clear | Basic Search [P Save Search Criteria

Search Results

Projsct Nams

=
5
Z
2

IMPROVEMENTS TO SOUTH MIAMI AVENUE FROM SE & STREET TO SE 15 ROAD
SEABOARD ACRES/LARCHMONT FUMP STATION RETROFIT

SOUTH DADE LAMDFILL CELL § CLOSURE

WEST TRANSFER STATION IMFROVEMENTS

DISPOSAL FACILITY EXIT SCALES

RESOURCES RECOVERY ASH LANDFILL CELL 20 CLOSURE
SOUTH DADE LANDFILL CELL 4 CLOSURE

58 STREET TRUCKWASH FACILITY

SOUTH DADE LANDFILL CELL 5§ CONSTRUCTION
SCALEHOUSE EXPANSION PROJECT

SHOP 34 NEW FACILITY BUILDING

RESOURCES RECOVERY ASH LANDFILL CELL 13 CLOSURE

&8 STREET HOME CHEMICAL COLLECTION CENTER AND AREA DRAINAGE IMPROVEMENTS
RESOURCES RECOVERY - CAPITAL IMPROVEMENT PROJECTS
MORTHEAST TRANSFER STATION IMPROVEMENTS

NORTH DADE LANDFILL EAST CELL CLOSURE

DISPOSAL SYSTEM FACILITIES BACKUP POWER GENERATORS

[FAREFEBEHEBEHBHEBEHERHEHER
BHEEEEEEEEEEEEEE

11 To select an unfunded project to review, click on the project number

Search Clear  |Basic Search [P Save Search Criteriz

Search Results

View All First [4] 1-=sor

Project  Dspertment oo oct wame sarchiv
W ROAD IMPROVEMENTS N
W DRAINAGE STORMWATER IMPROVEMENTS AND RETROFIT N
W ROAD RESURFACING N
= TRAFFIC CONTROL DEVICES COUNTYWIDE N
PW CANAL IMPROVEMENTS N
= AMERICAN WITH DISABILITIES ACT BARRIER REMOVAL N
PW INSTALL/REPLACE GUARDRAILS SURROUNDING BODIES OF WATER [N
= GRADE SEFARATIONS N
PW INTERSECTION IMPROVEMENTS N
W CONSTRUCT/REFAIR SIDEWALKS [N UMSA AND OM ARTERIAL ROADS N
PW PAVEMENT MARKING REPLACEMENT N

BOIT2ED PW INSTALL STREET LIGHTS 0N ARTERIAL ROADS N
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Step Action

Notes
12 This screen provides the user with all the information on the selected
unfunded project. The user can now make changes to the project
information.

B - R - e e e

@ Froject Sites List | Froject Sites

J—

Praject Number 2400 *Dept. 1d. [FW|@, PUBLIC WORKS AND WASTE MANAGEMENT [l #rchived
*Project Name [ROAD IMPROVEMENTS

Proj. Desc. Road Improvements throughout Miami-Dade County

Address [Throughout Miami-Dads County

Lecation Throughout Mismi-Dade County -

Dist. Located, et Doz Doz Ces Cos [Coes Doz Fos Ces [0 O T2 043 Oew Duw Ot COwea Dy
Dist. Served Eo1 Fez Hos Hoa Cos Cos Hov Moes o 10 F11 H12 F13 Sew Cuw B0 Cna Csy
Community Council District Not-Appiicabiz -~
*Strategic Area Transportation =

*Strategic Object TP1-1 |9, Minimize traffic congestion

Funetion Unknewn Function -
CIE Info Mot-Applicable - CIE Element MNot-Applicablz -
Sust. Comp. Not Applicable -

Addtl FTE's ]

Unfunded: Estimated Total Project Cost 85,213,000.00

Federal Stimulus: [ PTR: [0 Tie: [ sme: [ anie: [ BBC GOB: [
FY Impact - Estimated Annual Operating Cost '7

Percent Complete
Project Schedule

Moo o Pdm ek Pk w Mo i bt T Pl w
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Step

13

Action Notes

NOTE:

In the box highlighted below, you will notice that the unfunded box
was checked and that a value was entered for the total project cost.

By checking the Unfunded Box and entering an Estimated Total

Project Cost amount, it alerts the system that this is an unfunded
project.

m e e e e e

Froject Sites List | Froject Sites

Project Number 2400 *Dept. Id. W 4, PUBLIC WORKS AND WASTE MANAGEMENT [Carchived
*Project Hame ROAD IMPROVEMENTS

Proj. Desc. Road Improvements throughout Mismi-Dade County

Address |Tr roughout Miami-Dade County

Location Throughout Miami-Dade County -

Dist, Located. ot Foz oz Coa Cos [Fos Doz Hee Dea D10 C41 T2 043 Oew Duw Ot COea D8y

Dist, Served ot Foz oz Coa Cos [Fos Doz Hee Dea D10 C41 T2 043 Oew Duw Ot COea D8y
Community Council District Mot-Applicablz -

*Strategic Area Transportstion -

*Strategic Object |17 71 |4 Minimizs traffic congestion

Function Unknown Function -
CIE Info Not-Applicabie - CIE Element Not-Applicabie -
Sust. Comp. Not Applicable -

Unfunded: Estimated Total Project Cost 98,213,000.00

FY Impact -

Percent Complete
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Step Action Notes
14.

To view an unfunded project site, just click on the Project Site List
tab.

— e
Project Humber 9400 “Dept. 1. [FW, PUBLIC WORKS AND WASTE MANAGEMENT [Carehived
*Project Name | ROAD IMPROVEMENTS
Proj. Desc. Road Improvements. throughout Miami-Dade County
Address Throughout Miami-Dade County
Location Throughout Miami-Dade County -
15 A listing of all the project sites will appear.

To see the detail of a project site, click on Details

Project Number GOG340 CANAL IMFROVEMENTS
Department PW PUBLIC WORKS AND WASTE MAMAGEMENT
Site

Rmber *Eibe Nama St Dascription Sita Location Site Az

T8112) Install traffic control 5 & | Install traffic 5 &~ | Road Impact 5 B




